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Instructions for Execution of Bonds and Riders to Bonds 
of- Treasurers of yf County Agricultural ( Conservation 
‘Associations a and Auditing of Records and 
Accounts ¢ of Retiring ° Treas urers. 


Par eu OLS Where 1936 Treasurer is Re-elected for 1937 


Where penal amount of bond is not to be increased:--Bonds executed 
in 1936 for treasurers of county ‘agricultural conservation associa- 
tions are continuous in form andm notice of continuation is re- 
quired either from the association or the surety company. Therefore, 
where the 1936 treasurer was re-elected in 1937 and the penal 

amount of such bond is not to be increased, the original bond will 
be continued in full force and effect, provided, payment of the 
anmual premium has been made. 


So al NI el dea ie la ae BADE 


a increase the amount = the bond, Rider 1 to Form ACP-15 shall 
be executed by the treasurer and the president of the association 
and by the surety company with whom the original bond was executed. 


1. Preparation of Rider 1. 
a. Prepare in quadruplicate (original and three copies). 


b. Enter in the first line in the blank space following 
the word "of" the name of the association. 


c. Enter in the second line in the blank space following 
the words "Surety Co." the name of the surety company. 


ad. Enter in the third line in the blank space following 
the word "Principal" the name of the treasurer of the 
association. The name should be typed in the same 
style as it appears on the bond. 


e. Enter in the same line in the blank space following 
the dollar merk ($), the amount of the related bond. 


f. Enter in the fourth line in the blank space following 
the word "Obligee", the name of the association. 


setae 


Enter’ in the sixtH line-in the blank space following 
the words “las of", the date on-which the increased 
coverage is to become effective. 


Enter in the next line in the blank spaces following 
the dollar marks ($), the original penal amount of the 
bond and the increased penal. amount of the bond, re- 
spectively. (The amount of any increase shall be in 
multiples of $500.00.) 


The treasurer of the association shall affix his 
signature in the space provided for the signature of 
the principal, and the agent of the surety company 
and the president of the association shall sign in 
he spaces provided for théir signatures. (The 
treasurer shall affix his signature in the same style 
in which his name is typed in the body of Rider 1 
which shall be the same as on the related bond.) 


The signature of the principal (the treasurer) must 
be witnessed by two varties and the corporate seal of 
the surety company must be affixed in the space pro- 
vided therefor. 


Enter on the line beneath the signature of the president 
of the association, in the blank space provided therefor, 
the name of the county in which the association is located. 


Enter on the next line in the blank space provided therefor, 
date the rider is executed. 


Enter on the next two lines in the blank spaces following 
the dollar mark ($), the rate of the premium per thousand 
and the total amount of the premium, respectively. 


Distribution of Rider de, 


Distribute Rider 1 to ACP-15 as follows: 


Qe 


Original and one copy to: State office. 

One copy to surety agent. 

One copy to county files. 

State office will retain one copy and forward the original 


to the Director of the North Central Division of the 
Agricultural Adjustment Administration. 


Examination of Rider 1 in the State office.--Upon receipt of 
Rider l in duplicate, the State office will examine such form 


the 


and determine that the form was prepared in accordance with the 
procedure set forth herein and will also determine that no 
changes, alterations, or erasures of any kind were made on the 
rider. If any such changes, alterations, or erasures appear, 
the State office will return the rider to the county office for 
TE-execuvion: 


Where penal amount of bond’ is to be decreased.--A decrease in the 
yvenal amount of a bond may be accomplished by the termination 

of the liability under the existing bond and the execution of a 
new bond for a smaller amount. Such new bond shall be executed 
@s provided in Part II hereof. The penal amount of a bond shall 
not be decreased except on its anniversary date. 


Part Ii. New Treasurer Elected for 1937 


Form ACP-15.--Each newly elected treasurer shall execute with an 
approved surety company on Form ACP-15 a bond in a penal amount 
which shall not be less than the minimum amount prescribed for 
the association by the North Central Division. It igs advisable 
that the bond be executed with an agent of a surety company who 
has on file with the Treasury Department in Washington, D. C., 

en authorization to execute such bond. Where such authorization 
is not on file, it will be necessary for the Washington Office 

to procure tne ratification of the surety company before the bond 
may be approved. 


i “Preperation of Form, 
a. Prepare ACP-~15 in quadruplicate (original and three copies). 


b. Enter in the upper right-hand corner in the blank spaces 
following the words "county" and "State", the name of the 
county and State in which the association is located. If 
the association covers more than one county, all counties 
included in the association shall be listec in alphabetical 
order. 


c. Enter in the first line in the blank space following the 
word '"ife", the name of the treasurer of the association. 
The name of the treasurer should consist of the Christian 
neme, the middle initial, if any, and the surname. If the 
treasurer has no middle name, that fact should be stated 
in a memorandum transmitted with the bond. 


ad. Enter in the second line in the blank space following 
the word "of" the name of the State in which the association 


is located. 


e, Enter on the same line in the blank space following the 
word "and", the name of the surety company. 


f. Enter in the fourth line in the blank space following 


Distribution of Form. 


~ 4A 
the word Noen, the name of the association. 


Enter in the fifth line in the blank space following the 
vord "of", the name of the State in which the association 
is located. 


Enter in the seventh line, the penal amount of the bond 
(in words). 


Enter in the eighth line in the space following the dollar 


mark ($), the penal amount of the bond (in figures). 


Enter in the space provided therefor in the second paragraph 
the date the bond was executed. 


The treasurer of the association shall sign in the space 
provided for the signature of the principal, and the agent 

of the surety company and the president of the association 
shall affix their signatures in the spaces provided therefor. 
(The treasurer shall affix his signature in the same style 

in which his name appears in the body of the form.) 


The signature of the principal (the treasur@) must be 
witnessed by two parties end the corporate seal of the 
surety company must be affixed in the space provided therefor. 


mnter on the line beneath the signature of the president of 
the association in the blank space provided therefor, the name 
of the county in which the association is located. 


Enter on the next line in the blank space provided therefor, 
the date the bond is executed. 


Enter on the next tvo lines in the blank spaces following the 
dollar mark ($), the rate of the premium per thousand and the 
total amount of the premium, respectively. 


Distribute Form ACP-15 as follovus: 


Qe 


D. 


Original and one copy to State office. 
One copy to surety agent. 


One copy to county files. 

State office shall retain one copy and forward the original 
to the Director of the North Central Division of the Agri- 
cultural Adjustment Administration, 


Examination of AGP-15 in the State office.--Upon receipt of 


va) 
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Form ACP-15 in duplicate, the State office will examine such 
form and determine that the form was prepared in accordance 
with the procedure set forth herein and will also determine 
that no changes, alterations, or erasures of any kind were made 
on the bond. If any such changes, alterations, or erasures 
appear, the State office will return the form to the county 
office for re-execution. 


B. Audit of Records and Accounts of Retiring Treasurer. 


l. 


Purpose of Audit--Before the records of the retiring treasurer 
are transferrea to the new treasurer, the records and accounts 
of the retiring treasurer shall be audited by an auditing com- 
mittee composed of the president and secretary of the county 
agricultural conservation association, and one other regular 
member of the county committee. The purpose of such audit will 
be to make certain that all funds received by the retiring 
treasurer since July 1, 1936, have been properly accounted for 
by culy authorized Lae aN The audit shall be made in 
connection with Forms 1024, 1024a, 1025, ACP-8, ACP-9, ACP-10, 
and ACP-11 submitted by the county since July 1 Lob. 


Report of Audit - NCR Form Letter No, 2. 

a. Purpose of Form.--This form provides a standard method of 
auditing the records and accounts of the retiring treasurer 
and presents a uniform peat atk as to the condition of the 
treasurer's accounts. 


be. Preparation of Forn. 


(1) Prepare NOR Form Letter No, 2 in triplicate (original 
and two copies). 


(2) Enter in the spaces provided therefor in the first 
paragraph the -- 


(a) Name of the new treasurer. 

(ob) Name of county in which the association is located. 
(c) Name of retiring treasurer. 

(a) Penal amount of bond for new treasurer. 

(e) Date of andit, 


(3) Enter in item le, the total amount of all treasury checks 
received by the treasurer since July 1, 1936. 


(4) Enter in item lb, the total amount of all collections 
made by the treasurer, 


(5) Enter in item lc, the sum of the entries in item la. and 


‘emis! be 


(6). Enter. in item 2, the total amount of all expenditures 

i ales made by the treasurer since July 1, 1936. ‘This amount 
shall: de. the total of li.. amount s shown on copies of 
forms 1025 and ACP-ll. ; 


(7) Item 3 shall be obtained by subtracting item 2 from item l. 


(8) Enter in item 4 the amount of. the obligations of the 
association for -which checks: have not been Pens 


(9) Item 5-shall be obtained by. subtracting item 4. from 
Ltemed. oy teen 


(10) Enter in ten Ga, the . saat enount ‘of all checks, for 
expenses: incurred,, issued since July 1, 1936, which ; BAe 
been cane tory me lel returned to whe treasurer. 


(11) Enter in See 6b; ‘the total. ATs: of all checks which 
have been issted out which have not yet been canceled 
by the bank’: and returned to the. treasurer. 


(12) Enter in ge 6c the sum of the® entries in item ba 
and item 6b. 


(13) Enter in item 7 the ce in the bank on the day the 
' e@udit is made. ~~ - 


<- VOri fication: or Worm. 


(1) Determine that the amount of Seals gheck, issued by the 
treasurer of the association corresponds with the amount 
receipted for by the payee on Forms 1025 or ACP-11 and also 
that such amount was previously approved on Forms 1024, 
1024a, ACP-9, or ACP-10. .All. items which do not correspond &3 
shall be entered in the space provided for remarks. 

(2) Determine that the amount of the unpaid obligations y 
entered in item 4 is qual. to the difference between 
the total amount certified on Forms 1024, 1024a, ACP-9, 
and ACP-10 arid the amount for which receipts were cbtaamed 
as shown by Forms 1025 and. ACP+11, less the amount (if 
any) of the excess of the amount certified on the last set 
of Forms ACP-9 and ACP_10 over actual expenditures for the 
period covered thereby. 


(3) Pepamiens that item 6c is equal to item 2. If there is 
a difference, explain such Stier in the space 
eT eeen For remarks, 


ides 
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(4) Determine that the bank balence is equal to item le 
less the sum of all canceled checks, less the sum of all 
checks issued and outstanding which have been debited 
by the bank, but not canceled and returned to the 
treasurer. Explain all irregularities in the space 
provided for remarks. 


(5) Determine that the bank balance has been transferred to 
the new treasurer, provided a bond has been executed 
by such treasurer and an approved surety. 


Certification. 


(1) If the books and records of the retiring treasurer have 
been found free from all irregularities, insert the 
yord “are! in the last paragraph of NCR Form Letter No. ae. 


(2) If the books and records of the retiring treasurer are 
not free from irregularities, insert the words "are not" 
in the last paragraph of NCR Form Letter No. 2 and enter 
in the space provided for remarks a complete description 
of all irregularities, indicating each item which vas 
found to be irregular. If additional space is necessary, 
use a separate sheet of paper and staple such sheet to 
the form letter. 


(3) The members of the auditing committee shall sign in the 


miss 


space provided for their signatures. 


Distribution of Form.--Distribute NCR Form Letter No. 2 as 
follows: 


(1) Original and one copy to the State office. 
(2) Retain'one copy for the county files. 
(3) The State office will retain the copy and forward the 


original to the Director of the North Central Division 
of the Agricultural Adjustment Administration. 


